Cataloguing Templates

This lesson demonstrates creating, using, exporting and importing item record templates
for cataloguing. Use of templates enhances item creation and helps ensure consistency in
record format in the database.

Creating Item Templates

1.

N

Retrieve a record in the catalogue as described in Searching the Database
for Cataloguers.

Select Actions for this Record > Holdings Maintenance.

Select an item record in list and click Actions for Selected Rows > Edit
Item Attributes.

The Copy Editor opens. Select required template attributes by moving
through fields and clicking Apply for every edit, and click Save .

== T TeEmeee————— =y
Record Summary -
Title: 5almon : the decline of the British Columbia fishe (View MARC
Author: Meggs, Geoff Edition: Pub Date: <1991 E
TCN: (System) Created By: (SITKA) Last Edited By: (SITKA) Last Edited On: L
DYNIX__39381 101010101010101 101010101010101 01/22/08 -
Copy Editor
m Apply Delete I Import I Export e Reset
Identification Location (1) Girculation (2) Miscellariegus (3] Statistics (4) | *
Barcode Shelving Location Circulate? Alert Message Library Filter +
11111 1 copy Stacks 1 copy Yes 1 copy <Unset> 1 copy
Creation Date Circulation Library Holdable? Deposit?
1 copy EPR 1 copy Yes 1 copy Ne 1 copy L
Creator Owning Lib : Call Number Age Protection Deposit Amount
1 copy BPR:338.3/72755 1 copy <lUnset> 1 copy 0.00 1 copy
Last Edit Date Copy Number Loan Duration
1 copy 1 1 copy Morral 1 copy 5.00 1 copy | &
Last Editor Fine Level OPAC Visible?
1 copy Mormal 1 copy Yes 1 copy
Circulate as Tune Reference? A2
I r
| .
Create Copies (M) ] [ Close

Page 1 of 5
September 2008



5. Enter a template name at prompt and click OK.

The page at http://hepburn.pines.bclibrary.ca says: u

"

l)_:_,—) Enter template name:
-

Paperback]

ok |)| Cancel

I

6. Template is saved. Click OK.

The page at http://hepburn.pines.bclibrary.ca says: ot S|

! , Template "Paperback” saved.

-

7. You can now choose your new template from drop down menu, or click
Close to exit the Copy Editor.

" Copy Editor

Book IZII Apply I Delete I Import I Export I Save l Reset

Beok ion (1) |||[ Girculation@ | ||| Miscellancous@ | || Statistis®) | *

ST Paperback
. Circulate? Alert Message Library Filter
Yes 1 copy <Unset> 1 copy

i’
Barcode i Paperback D

Creation Date Circulation Library
[ 1 copy [ BPR 1 copy ] [ [
Creator Owning Lib : Call Number Age Protection Deposit Amount
[ 1 copy [ BPR:3383/72755 1 cop},q [ <Unset= 1 copy [U.UU 1 copy_]

Yes 1 copy

1
e
H
5
2
m

Last Edit Date Copy Number
1 copy [ <Unset= 1 copy

MNormal 1 copy 00 1 copy ] L

Fine Level OPAC Visible?
MNormal 1 copy Yes 1 copy

-~ Circulate as Tune —— || -~ Reference? ———

=

’ Create Copies (M) ’ Close ]
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Using Item Templates
You can now use the templates when you manually add items to the database.

1. Navigate to appropriate volume record in cataloguing and select Actions for
this Row> Add Items.

2. Enter number of copies and barcode and click Edit then Create to open Copy
Editor.

3. Choose the appropriate template from the drop down menu and click Apply.

@ oo e ———————— e ]

Record Summary -
Title: Salmon : the decline of the British Columbia fishe (View MARC

Author: Meggs, Geoff Edition: Pub Date: c1991 s
TCNE: (System) Created By: (SITKA) Last Edited By: (SITKA) Last Edited On: B
DYMIX_39381 101010101010101 101010101010101 01/22/08 -
Copy Editor

-l Reset 1
Statistics (4) it

Library Filter 4

pcation

[ L 3 k 1 copy
Creation Date Circulation Library

[ 1 copy [ BPR 1 copy

’ -g
=
[
[a]
o
2
m

Last Edit Date Copy Number
1 copy [ <Unset> 1 copy

Creator Owming Lib : Call Number Age Protection Deposit Amount
1 copy [ BPR:338.3/72755 1 copJ { <Unset> 1 copy [ 0.00 1 cop},q

-~ Circulate as Tune — || - Refarenca? ————
3

’ Create Copies (M) ] ’ Close

4. Make any necessary edits, remembering to click Apply for each edit, and click
Create Copies (M).

5. ltem is created. Click OK.

The page at http:.f’fdemo.gapines.orisays: ||

Items added/modified.

Ay
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Exporting Item Templates

Templates are saved and viewable by the login that created them. To share templates
with other staff, you will need to export them.

1. Inthe top left hand corner of the Copy Editor, click on Export. This will export
all of your templates.

OpIE

' Copy Editor

vl Apply . Delete . Import

Export

Save

Identification

[ Location (1)

[ Matiow

=z
1 §

2. Select where you will save the template on your computer, name the file and click
Save. You could email the file from your computer, or save it to a flashdrive to
move it to a different computer.

&

My Recent
Documents

My Documents

My Computer

@

My Network

3. Click OK.

Save in: | (23 training

vl 02 @

() cataloging

() circulation

() copy alert

[ hepburn exercises

() holdfreezing

()local system admin
[)reciept template editor
[)reports

() short demos
[C)transit report

! | ~$ecklist For onsite training and go-live
2] ~WRLOOSS.tmp

=) ~WRL1903.tmp

=] ~WRL2403.tmp
@ZDDT-ID-ZG-Pines training
<

@]2008-01-30-&313 Analysis Workshop Ag
@_JZDDS_training schedule

072308

W barcode samples

@barcodes

@__,Jchecldist for onsite training and go-live
-,E cocopatrons

@]Evergreen 1.2 training notes October 2
@Fort Nelson cheat sheets

lQ]Forl: Nelson-shortcuts For monitors
I@]gap analysis workshop

= gnu-barcodes

@_J]Meeting with John Egan

B outline For PG

@Screenshots of Evergreen

‘ —2
: y N\

File name: |templates v f {[ Save N
\ IRy

Save as type: [ All Files v E gance Z

The page at http://training.sitka.bclibrary.c... [2]

Exported templates
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Importing Templates

1. Inthe top left hand corner of the Copy Editor, click on Import.

l:apy Editor
- Adult Fiction v Apply Delete Import Export Save
‘ Identification [ Location (1) ‘ Circulation (2 Miscellaneous (3)

2. Navigate to where the file is located, select the file and click Open.

Import Templates File @

Lock in: | (2 training v ‘ D 2 e E
i@,j 2008-01-30-Gap Analysis Workshop Agenda @_f]Spine label printing in Evergreen draft3
Lﬁ l@j 2008 _training schedule
My Recent 072308 = test2
Documents @J barcode samples ] Training checklist
— @] barcodes @J Training Data thoughts
@ I‘-',_?}ijll:he.'l:klist for onsite training and go-live
Desktop "% cocopatrons
@Evergreen 1.2 training notes October 2007
@,,_f]Fort MNelson cheat sheets
‘ // WFort Nelson-shortcuts For monitors
WD ceikienits @gap analysis workshop
- gnu-barcodes
@Meeting with John Egan
g’ I‘-'.ﬂ_,,']l:uutline for PG
' @ Screenshots of Evergreen
My Computer
$ >
g File name: {templates v l [ Open
MyNetwork  Filesof type: | AllFiles v| [ Cancel : : !
3. Click OK.

All templates saved.
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